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Review and Post a Journal Batch 

Scope 

This procedure covers how to review and post a journal batch into the 
FMS General Ledger.  

System References 

N/A 

Policy 

N/A 

Responsibility 

SFA CFO General Ledger SuperUser 

Distribution 

SFA CFO Accounting Division 

Ownership 

SFA CFO Accounting Division 

Activity Preface 

SFA CFO Accounting Division performs this activity whenever it needs to 
review and post a journal entry into the FMS General Ledger.   

SFA CFO General Ledger SuperUser 
 

1. Sign onto Oracle FMS using the “SFA CFO General Ledger 
SuperUser.”  The “Navigator” window opens.   
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2. From the “Navigator” window, Double-Click Journals.  The Journal 
sub-menu appears. 

3. Double-Click Enter.  The ”Find Journals” window appears. 

 



   

 Copyright Oracle Corporation. All rights reserved.  

Approve and Review an Invoice Batch  PROA0022.DOC 
Effective 11/01/01 Page 3 of  6 Rev 1 

4. From the “Find Journals” window, Enter your search criteria in the 
appropriate field(s).   

FYI: The % sign can be used as a wildcard when searching in SFA FMS.  
Rather than typing the entire batch name (or any field by which you 
choose to search), type the first few characters followed by the % sign to 
find all batches with names that begin with those characters. 

5. Click the Find button.  The “Enter Journals” window appears. 
 

 

6. Ensure the appropriate row is highlighted and click the Review 
Journal button.  The “Journals” window appears. 
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7. Review the journal to ensure accuracy of the debits and credits.   

8. Close out of the “Journals window.”  The “Find Journals” window 
appears. 

 
 

9. 8.  Click the Review Batch button.  The “Batch” window opens. 
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10. Click the More Actions button.  The More Actions window appears. 
 

 
 

11. Click the Post button.  A Note window appears displaying your 
concurrent request ID. 

12. Click the OK button.  The Note window closes, and the “Batch” 
window returns. 

13.  Close out of all windows to return to the “Navigator” window. 

End of activity. 
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Start

SFA CFO GL
SuperUser

Sign onto Oracle FMS
using “SFA CFO GL
SuperUser.”
“Navigator” window
opens. (1)
From “Navigator”
window, Double-Click
Journals. Journal
sub-menu appears.
(2)
Double-Click Enter.
”Find Journals”
window appears. (3)
From “Find Journals”
window, Enter your
search criteria in
appropriate
field(s). (4)
Click Find button.
“Enter Journals”
window appears. (5)
Ensure appropriate
row is highlighted &
click Review Journal
button. “Journals”
window appears. (6)
Review journal to
ensure accuracy of
debits & credits.
(7)
Close out of
“Journals window.”
“Find Journals”
window appears. (8)
8. Click Review
Batch button.
“Batch” window
opens. (9)
Click More Actions
button. More Actions
window appears. (10)
Click Post button. A
Note window appears
displaying your
concurrent request
ID. (11)
Click OK button.
Note window closes,
& “Batch” window
returns. (12)
Close out of all
windows to return to
“Navigator” window.
(13)

End

 


